(ORGANIZATION) Policy 002.08.05
Drug-Free Workplace

Subsections: 002.08.05.01 – Smoking
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	Purpose:
	To maintain a safe work environment free of controlled substances.

	Mandated by:
	Drug-Free Workplace Act of 1998, required for federal contractors / grantees, and by
TX HHSC

	Applies to:
	All (ORGANIZATION) staff.

	Definitions:
	· “(ORGANIZATION) staff” is defined as all employees and contractors of (ORGANIZATION) as well as staffing agency employees placed at (ORGANIZATION).  A “(ORGANIZATION) staff member” is any individual included in the previous definition.

· “The (ORGANIZATION) workplace” is defined as any space where (ORGANIZATION) employees or contractors work and/or (ORGANIZATION) directly funds the lease, rent, or other payment for use of the space.  
· “Controlled substances” are defined as alcohol, illegal drugs, and prescription drugs not used in a way following a legitimate prescription from a physician.  
· “Work hours” are defined as the employee or contractor’s scheduled workday and any breaks during that time; any hours during which (ORGANIZATION) is paying the employee or contractor outside of the regularly scheduled workday; and any time during which the employee or contractor is representing (ORGANIZATION) (such as during travel, conferences, or meetings) even if the employee / contractor is not being specifically paid for the time in question.

	For more information:
	US Department of Labor: 

http://www.dol.gov/dol/siteindex.htm#D
HHSC – Texas Administrative Code, title 1, part 15, chapter 379, subchapter c.  http://info.sos.state.tx.us/pls/pub/readtac$ext.ViewTAC?tac_view=5&ti=1&pt=15&ch=379&sch=C



Text of Policy:

The unlawful manufacture, distribution, dispensation, possession, or use of a controlled substance is prohibited in the (ORGANIZATION) workplace.  (ORGANIZATION) staff members are prohibited from using controlled substances during their hours of work for (ORGANIZATION) or in such a way that use of such substances negatively impacts the staff member’s work for (ORGANIZATION), the safety of the staff member or others, or (ORGANIZATION)’s reputation.
(ORGANIZATION) recognizes that alcohol and drug abuse and addiction are treatable illnesses where early intervention and support improve the success of rehabilitation. (ORGANIZATION) is concerned about the health and safety of employees and so encourages employees to seek help if they are concerned that they or their family members may have a drug and/or alcohol problem. (ORGANIZATION)’s CEO and members of the management team can provide referrals to substance abuse treatment programs.
(ORGANIZATION) allows the use of accrued paid leave while seeking treatment for alcohol and other drug problems.  Treatment for alcoholism and/or other drug use disorders may be covered by the employee health insurance plan (it is the responsibility of the employee to investigate such possibilities).  The ultimate financial responsibility for recommended treatment belongs to the employee.

All information received by the (ORGANIZATION) through the drug-free workplace program is confidential communication. Access to this information is limited to those who have a legitimate need to know in compliance with relevant laws and management policies.  This includes, but is not limited to, employee self-disclosures of drug/alcohol problems, incident reports made by other employees, and the results of drug testing.
Should any staff member be found to be engaging in any illegal activities with controlled substances, (ORGANIZATION) will report that activity or activities to the appropriate legal and/or law enforcement authorities.  (ORGANIZATION) will also cooperate fully with the appropriate legal and/or law enforcement authorities in prosecuting and bringing to justice any staff member found to be engaging in any illegal activities with controlled substances.

(ORGANIZATION) has the following materials and resources available for staff members:
· Copies of (ORGANIZATION)’s drug-free workplace policy and consequences for those who violate the policy (this document)
· Information about the dangers of drug abuse in the workplace

· Information about drug counseling and rehabilitation

(ORGANIZATION) staff members must notify (ORGANIZATION) of any criminal drug statute conviction for a violation occurring in the workplace no later than five days after such a conviction.  (ORGANIZATION) must notify all federal granting agencies within ten days of receiving a notice of such a conviction from a staff member, or otherwise receiving actual notice of such a conviction.

A (ORGANIZATION) staff member who receives a criminal drug statute conviction for a violation occurring in the workplace will be sanctioned under (ORGANIZATION)’s disciplinary procedures.  Satisfactory participation in a drug assistance or rehabilitation program may be required as part of those disciplinary procedures.

Examples of Prohibited Behaviors:
· The use, possession, solicitation for, or sale of narcotics or other illegal drugs, or prescription medication without a prescription on company premises or while performing an assignment.

· Being impaired or under the influence of legal or illegal drugs or alcohol away from (ORGANIZATION), if such impairment or influence adversely affects the employee’s work performance, the safety of the employee or of others, or puts at risk (ORGANIZATION)’s reputation.

· Possession, use, solicitation for, or sale of legal or illegal drugs or alcohol away from (ORGANIZATION) or customer premises, if such activity or involvement adversely affects the employee’s work performance, the safety of the employee or of others, or puts at risk (ORGANIZATION)’s reputation.

· The presence of any detectable amount of prohibited substances in the employee’s system while at work, while on the premises of the company, or while on company business. “Prohibited substances” include illegal drugs, or prescription drugs not taken in accordance with a prescription given to the employee by a medical professional.

(ORGANIZATION) may conduct drug testing under the following circumstances:

· Random testing: Employees may be selected at random for drug testing at any interval determined by (ORGANIZATION).

· For-Cause testing: (ORGANIZATION) may ask an employee to submit to a drug test at any time it appears that the employee mat be under the influence of drugs or alcohol, including but not limited to the following circumstances: evidence of drugs or alcohol on or about the employee’s person or in the employee’s vicinity; unusual conduct on the employee’s part that suggests impairment or influence of drugs or alcohol; negative performance patterns or excessive and unexplained absenteeism or tardiness.

· Post-Accident testing: Any employee involved in an on-the-job accident or injury under circumstances that suggest possible use of drugs or alcohol in the accident or injury event may be asked to submit to a drug and/or alcohol test. “Involved in an on-the-job accident or injury” means not only the individual who was injured, but also any employee who potentially contributed to the accident or injury in any way.

002.08.05.01 Smoking Policy:
Smoking is prohibited inside the (ORGANIZATION) Austin office and immediately adjacent to office entrances.  Employees who are smoking outside are reminded to keep the premises clean of smoking related trash and to take care to properly extinguish and dispose of any smoking related materials which could cause a fire hazard.  Smoking must take place on an employee’s breaks, not while the employee is “on the clock”.







